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1.0 Purpose of SOP 

1.1 Intended Audience  

Identify appropriate audience for SOP; e.g., all bureaus, a particular bureau, specific organizations within 

a bureau. 

1.2 Collaboration Team 

Identify who collaborated on the development of the SOP and organization 

Name Organization 
Elizabeth Romero O&M 

Jen Schroeder Training 

  

  

  

  

  

 

1.3 Review Team 

Identify who reviewed the SOP, Role, and Approved Date 

 

Name Role Approved Date 
Roberta Bennett DOI AP BP Lead 8/19/2009 

   

   

   

   

 

1.4 Definition of Terms 

Include definition of terms if appropriate 

 

Terminology Description 
  

  

  

 

1.5 Assumptions, Dependencies, and Constraints 

This SOP is intended to address the issue of determining the status of a payment and if it has been 

disbursed.  It does not cover any other aspect of the payment process. 



                                                                                                     DOI Financial Business Management Systems (FBMS) 

  DOI FBMS Standard Operating Procedure (SOP) 
Department of the Interior 

    SOP:AA-XX / Title 
 

 Page 4 of 17                                                     Date 5/12/2010     

 

1.6  Change / Version Control 

Change and version control will be updated by both O&M and Deployment teams.  CR's (both PSL and 

DSL) that impact the SOP should be captured as well. 

No
. 

Date Object Description of change Name 

     
     
     

 
 

2.0 Standard Operating Procedure 

2.1 Process Description 

In FBMS there are two ways to determine if a payment has been disbursed. The first method is to run 

Vendor Line Item Display and the second method is to use Document Display. 

2.2 When the Process is Used 

This process is used when it is necessary to determine if a payment has been disbursed. 

2.3 Related Processes and other References 

 Work Instruction FBL1N Vendor Line Item Display 

 Work Instruction FB03 Display Document 

 Accounts Payable TD4 Training Manual 

2.4 Who is involved in the Process 

 AP Technician (AP_T) 

 AP Team Lead (AP_TL) 

 FI_OD FI Display Role 

 AP_CO AP Certifying Officer 

 

2.5 Transactions used in the Process 

 FBLN1 – Vendor Line Item Display 

 Core Financials>AP>Vendor information>Display Vendor Line Items (AP Roles) 

 Core Financials>Display>GL>Display Vendor Line Items (Office Display Role) 

 FB03 – Display Document 

 Core Financials>AP>Display Document 

 

 

3.0 Process Flow 

This section describes the steps in the process and could include process flow diagrams, as well as screen 

shots of the transactions used in the process. 
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 N/A 

3.1 Business Scenario Example: 

A Travel Payment was made, Vendor Number = 00456780.  The travel invoice number is 1900002565 

with a Invoice Clearing Number of 2000004552 and a Cash Clearing number of 2100001116. 

 

Vendor Line Item Display 

 

The steps listed below demonstrate the first of two ways to determine if a payment has been disbursed. 

Follow the menu path below to begin: 

 

Core Financials>AP>Vendor Information>Display Vendor Line Items 

or 

(T Code= FBL1N) 

 

 

Vendor Line Item Display 

 
 

Vendor Number 

Cleared Items  
 

Cleared Items  
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Vendor Line Item Display (Continued) 

 
 

1. On the Vendor Selection tab, enter the Vendor Number.  

 

2. On the Line Item Selection tab Check Button for ‘Cleared Items’ or ‘All Items’ 

 

 

3. On the List Output tab, in the Layout field enter: /DUEDT 

 

4. Click  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Layout 
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Vendor Line Item Display 

 
 

 

5. Look for your invoice number(Document Number) (example: 1900002565) 

6. Find the corresponding ‘Clearing Number’  

(Example: Document Number 1900002565 corresponds to Clearing doc number 2000004552) 

7. Double-click into the Clrng Doc. (example. 2000004552) 

 

8. Double-click into the Clrng Doc again! (ie. 2000004552) 

Clearing doc 
Number Document No. 
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Document Overview - Display 

 
 

9. Double-click the 2120.00000 Cash Account 

 

Cash Account 
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Display Document: Line Item 001 

 
 



                                                                                                     DOI Financial Business Management Systems (FBMS) 

  DOI FBMS Standard Operating Procedure (SOP) 
Department of the Interior 

    SOP:AA-XX / Title 
 

 Page 10 of 17                                                     Date 5/12/2010     

 

Display Document: Line Item 002 

 
 

10. Double-click the Clearing Number for cash (example: 2100001116) 

 

Clearing doc 
Number 
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Document Overview - Display 

 
 

11. The Schedule Number is 0ST61227001 

Note: 
This means this was a travel payment (T) which posted to the payment run dated 

12/27/2006 (61227) and it was the first file (001). 

 

 

 

 

 

 

 

 

 

 

 

Schedule Number 
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Display Document 

 

The steps listed below demonstrate the second way to determine if a payment has been disbursed. 

Follow the menu path below to begin: 

 

 Core Financials>AP> Display Document 

 TCODE= FB03 

 

Display Overview  - Display 

 
 

1. Enter invoice/travel/clearing number in Document Number field(example: 1900002565) 

 

2. Double-click the Vendor Account (example: 00456780) 

 

 

 

 

 

 

 

 

Vendor Account 

Document No. 
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Display Document Line Item 001 

 

 

 

3. Double-click the Clearing Number (example: 2000004552) 

 

Display Overview - Display 

 
 

Display Document: Line Item 002 

Clearing Number 
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4. Double-Click the 2120.00000 Cash Account 

 

5. Double-click the Clearing Number for cash (example: 2100001116) 

 

 

Cash Account 

Clearing Number 
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6. Schedule Number is 0ST61227001 

 

Note: 
This means this was a travel payment (T) which posted to the payment run dated 12/27/2006 

(61227) and it was the first file (001). 

 

 

 

 

4.0   Troubleshooting/Common Errors 

 

 Error message/Action/Examples – common transaction errors, BP questions  

Error Description Resolution 
   

Schedule Number 
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                                                                                                     DOI Financial Business Management Systems (FBMS) 

  DOI FBMS Standard Operating Procedure (SOP) 
Department of the Interior 

    SOP:AA-XX / Title 
 

 Page 17 of 17                                                     Date 5/12/2010     

 

 

5.0 SOP Approval 

Besides the relevant deployment and O&M team members (approvals noted in previous section), SOP's 

should be reviewed and approved by the BP Team lead, and the Production Support lead. 

 

Name Role Approved Date 
 FBMS PMO – Business 

Process Team Lead 
 

 FBMS PMO – Production 
Support Manager 

 

 


